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        AP 5075 
 
 

Kern Community College District 
Administrative Procedure 

Chapter 5 – Student Services 
 
 
AP 5075 COURSE ADDS, DROPS, AND WITHDRAWALS 
 
References: 

Title 5 Sections 55024 and 58004 
 
 
NOTE:  This procedure is legally required.  Local practice may be inserted.  The 
following illustrative example meets legal minimum requirements. 
 
Adding Courses 
Students may add classes through the registration period. [Insert local procedures for 
adding.] 
 
After the registration period concludes, classes may only be added by formal request 
from the student to [insert designated college officer]. 
 
Withdrawals 
Withdrawals, or drops, are authorized through the last day of the fourteenth week of 
instruction or 75% of the term, whichever is less. [Insert local withdrawal 
procedures.]  Students who withdraw or drop classes during the first four weeks or 
30% of the term, whichever is less, will receive no notation on their academic record. 
 
Instructors shall clear their rolls of inactive students not later than the end of the last 
business day before the census day for all students. [Insert local procedures for 
doing so.] 
 
“Inactive students” include: 

• Students identified as no-shows, 
• Students who officially withdraw, 
• Students who are no longer participating in the courses and are therefore 

dropped by the instructor. 
 
The District must establish the number of times that a student may withdraw from a 
class and receive a “W.”  Students will not be permitted to withdraw and received a “W” 
in a class more than three times.  In the case of multiple withdrawals, the District offers 
the following intervention program: 
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[Insert local procedures for intervention program] 
 
Students may be permitted to enroll in a class after having received the maximum 
authorized number of “W” symbols as long as the students will receive a grade or a non-
evaluative symbol other than a “W” upon completion of the course, if the District policy 
permits additional withdrawals for which it does not receive apportionment and the 
official designated in the District’s policy approves such withdrawal after a review of a 
petition submitted by the student. 
 
 
NOTE:  The red ink signifies language that is suggested as good practice from the Policy & Procedure 
Service and its legal counsel (Liebert Cassidy Whitmore).  This procedure reflects updates/revisions from 
the Policy & Procedure Service in February 2008, April 2009, July 2011, and March 2012. 
 
Approved:   
 

 

(This is a new procedure)  
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Legal Citations for AP 5075 
 

Title 5 Sections 55024, 58004, and 58161 
 
5 CCR § 55024 
Cal. Admin. Code tit. 5, § 55024 
 

TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 

CHAPTER 6. CURRICULUM AND INSTRUCTION 
SUBCHAPTER 1. PROGRAMS, COURSES AND CLASSES 

ARTICLE 2. GRADING AND ACADEMIC RECORD SYMBOLS 
 

  § 55024. Withdrawal.   
 
(a) The governing board of a district which decides to provide a withdrawal 
procedure shall adopt a policy which provides for withdrawal from credit courses 
consistent with the following: 

  

(1) Withdrawal from a course or courses shall be authorized through the last day 
of the fourteenth week of instruction (or 75 percent of a term, whichever is 
less).  The governing board, however, may establish a final withdrawal date 
which prohibits withdrawal after a designated point in time between the end of 
the fourth week of instruction (or 30 percent of a term, whichever is less) and 
the last day of the fourteenth week of instruction (or 75 percent of a term, 
whichever is less). The academic record of a student who remains in a course 
beyond the time allowed by district policy must reflect a symbol as authorized in 
section 55023 other than a "W." 

  

 

  

(2) The governing board may by regulation authorize withdrawal from a course 
or courses in extenuating circumstances after the last day of the fourteenth 
week (or 75 percent of the term, whichever is less) upon petition of the student 
or his or her representative and after consultation with the appropriate faculty.  
Extenuating circumstances are verified cases of accidents, illnesses or other 
circumstances beyond the control of the student. 

  

 

  

(3) No notation ("W" or other) shall be made on the academic record of the 
student who withdraws during the first four weeks or 30 percent of a term, 
whichever is less.  The governing board may establish a period of time shorter 
than the first four weeks or 30 percent of a term, during which no notation shall 
be made. 

  

 

  
(4) Withdrawal between the end of the fourth week (or such time as established 
by the district) and the last day of the fourteenth week of instruction (or 75 
percent of a term, whichever is less) shall be authorized after informing the 
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appropriate faculty. 
 

  

(5) Withdrawal after the end of the fourteenth week (or 75 percent of a term, 
whichever is less) when the district has authorized such withdrawal in 
extenuating circumstances, after consultation with appropriate faculty, shall be 
recorded as a "W." 

  

 

  
(6) For purposes of withdrawal policies, the term "appropriate faculty" means 
the instructor of each course section in question or, in the event the instructor 
cannot be contacted, the department chair or appropriate administrator. 

  

 

  
(7) The "W" shall not be used in calculating grade point averages, but shall be 
used in determining probation and dismissal pursuant to article 3 of this 
subchapter. 

  

 

  

(8) A "W" shall not be assigned, or if assigned shall be removed, from a 
student's academic record, if a determination is made pursuant to sections 
59300 et seq. that the student withdrew from the course due to discriminatory 
treatment or due to retaliation for alleging discriminatory treatment or that the 
student withdrew because he or she reasonably believed that remaining in the 
course would subject him or her to discriminatory treatment or retaliation for 
alleging discriminatory treatment. 

  

 

  

(9) Effective July 1, 2009, the district policy shall establish the number of times 
(not to exceed four times) that a student may withdraw and receive a "W" 
symbol on his or her record for enrollment in the same course. The district policy 
may permit a student to enroll again in a course after having previously received 
the authorized number of "W" symbols in the same course in colleges within the 
district, but in that case, the district policy shall provide that the student will 
receive a grade or, where applicable, have a nonevaluative symbol other than a 
"W" (as defined in section 55023) recorded on his or her academic record 
unless: 

  

 

  
(A) the student withdraws from the course prior to the end of the fourth week 
of instruction or 30 percent of the term, whichever is less, or such shorter 
period as established by the district pursuant to subdivision (3); or 

  

 

  (B)(i) the district policy permits additional withdrawals for which 
apportionment may not be available pursuant to section 58161.5; and   

 

  (ii) the chief instructional officer, chief student services officer or other   
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district official designated in the district policy approves such a withdrawal 
after review of a petition filed by the student which demonstrates that there 
are extenuating circumstances, as defined in subdivision (2), which justify 
an additional withdrawal. 

 

  

(10) The district policy may provide that a "W" symbol will not be assigned to 
any student who withdrew from one or more classes, where such withdrawal 
was necessary due to fire, flood or other extraordinary conditions and the 
withdrawal is authorized by the district pursuant to section 58509. 

  

 
(b) Within the parameters set forth in subdivision (a), criteria for withdrawal and 
the procedures to accomplish it shall be established by the district governing board 
and published in college catalogs. 
 
(c) A district's responsibilities with respect to enrollment or attendance accounting 
shall not be modified or superseded in any way by adoption of a withdrawal policy. 
 
(d) The governing board of a district which decides to provide a withdrawal policy 
shall also adopt military withdrawal procedures consistent with the following: 

  

(1) "Military Withdrawal" occurs when a student who is a member of an active or 
reserve United States military service receives orders compelling a withdrawal 
from courses. Upon verification of such orders, a withdrawal symbol may be 
assigned at any time after the period established by the governing board during 
which no notation is made for withdrawals. The withdrawal symbol so assigned 
may be a "W" or, if necessary to distinguish military withdrawals, may be a 
"MW." 

  

 

  (2) Military withdrawals shall not be counted in progress probation and dismissal 
calculations.   

 

  (3) In no case may a military withdrawal result in a student being assigned an 
"FW" grade.   

 

     Note: Authority cited: Section 70901, Education Code. Reference: Sections 
70901 and 70902, Education Code.    

 
 
Cal. Admin. Code tit. 5, s 58004 

TITLE 5. EDUCATION 
DIVISION 6. CALIFORNIA COMMUNITY COLLEGES 

CHAPTER 9. FISCAL SUPPORT 
SUBCHAPTER 1. ATTENDANCE 

ARTICLE 2. ATTENDANCE REPORTING PROCEDURES 
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s 58004. Application of Census Procedures. 
 
(a) The census procedures specified in subdivisions (b) and (c) of section 58003.1 shall apply to 
all credit courses, except for including work experience and independent study pursuant to 
subdivision (f) of section 58003.1, except for credit courses which are being reported on an 
actual attendance basis pursuant to subdivision (g) of section 58003.1. 
 
(b) The single primary term length census procedure specified in subdivision (b) of section 
58003.1 shall be applied using the following: 
 
(1) The term length multiplier shall be determined by counting each week in which at least three 
days of instruction or examination in term length courses are scheduled. 
 
(2) Courses scheduled coterminous with the term are those courses scheduled to meet each 
week of the term, exclusive of final examination scheduling. 
 
(3) The census procedure specified in this subsection may not be applied to any term shorter 
than ten weeks. 
 
(c) Districts shall, according to procedures adopted by the governing board, clear the rolls of 
inactive enrollment. Inactive enrollment in a course is defined as follows: 
 
As of each census day, any student who has 
 
(1) Been identified as a no show, or 
 
(2) Officially withdrawn from the course, or 
 
(3) Been dropped from the course. A student shall be dropped if no longer participating in the 
course, except if there are extenuating circumstances. "No longer participating" includes, but is 
not limited to, excessive unexcused absences. "Extenuating circumstances" are verified cases 
of accidents, illness, other circumstances beyond the control of the student, and other 
conditions defined by the governing board and published in regulations. The "drop date" shall be 
the end of business of the day immediately preceding the census day. 
 
 
5 CCR § 58161 
Cal. Admin. Code tit. 5, § 58161 

Title 5. Education  
Division 6. California Community Colleges  
Chapter 9. Fiscal Support  
Subchapter 2. Limitations on State Aid  

Article 5. Other Limitations 
§ 58161. Apportionment for Course Enrollment. 

 
A community college district may claim the attendance of students who enroll in 
credit courses for state apportionment only if so authorized by this section and if all 

http://weblinks.westlaw.com/find/default.wl?mt=Westlaw&db=CA-ADC&jh=Article+5.+Other+Limitations&docname=PRT(IC753F280D48511DEBC02831C6D6C108E)+%26+BEG-DATE(%3c%3d10%2f07%2f2012)+%26+END-DATE(%3e%3d10%2f07%2f2012)+%25+CI(REFS+(DISP+%2f2+TABLE)+(MISC+%2f2+TABLE))&jl=1&sr=SB&rp=%2ffind%2fdefault.wl&sp=CCR-1000&findtype=l&ordoc=I657CD8A0E55011E0B6EFA459223F7AD6&vr=2.0&fn=_top&sv=Split&jo=5%2bCA%2bADC%2b%25c2%25a7%2b58161&rs=GVT1.0
http://weblinks.westlaw.com/find/default.wl?mt=Westlaw&db=CA-ADC&jh=Article+5.+Other+Limitations&docname=PRT(IC753F280D48511DEBC02831C6D6C108E)+&+BEG-DATE(%3C=10/07/2012)+&+END-DATE(%3E=10/07/2012)+%25+CI(REFS+(DISP+/2+TABLE)+(MISC+/2+TABLE))&jl=1&sr=SB&rp=/find/default.wl&sp=CCR-1000&findtype=l&ordoc=I657CD8A0E55011E0B6EFA459223F7AD6&vr=2.0&fn=_top&sv=Split&jo=5+CA+ADC+%c2%a7+58161&rs=GVT1.0
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other requirements of this chapter are satisfied. For purposes of this section an 
enrollment occurs when a student receives an evaluative or nonevaluative symbol 
pursuant to section 55023. 
 
(a) A district may claim state apportionment for attendance of students for 
enrollments totaling a maximum of three semesters or five quarters, including 
summer sessions and intersessions, per credit course and if all other requirements 
of this chapter are satisfied. For purposes of this section, enrollments include any 
combination of withdrawals and repetitions.  
 
(b) Notwithstanding subdivision (a) of this section, a district may claim state 
apportionment for one additional enrollment if all other requirements of this chapter 
are met and only in the following circumstances:  
 
(1) The attendance of a student repeating a credit course because the district 
determines pursuant to section 55043 that there has been a significant lapse of 
time since the student previously took the course.  
 
(2) The attendance of a student repeating a credit course pursuant to section 
55045 due to extenuating circumstances, if such credit course is not designated as 
repeatable pursuant to section 55041(c).  
 
(c) Notwithstanding subdivisions (a), (b) and (d) of this section, a district may 
claim state apportionment for students' enrollments in credit courses without 
limitation if all other requirements of this chapter are met and in the following 
circumstances:  
 
(1) The attendance of a student in legally mandated training as provided in section 
55041(b).  
 
(2) The attendance of a student with a disability may be claimed for state 
apportionment each time the student repeats a credit special class as a disability-
related accommodation which is justified by one of the circumstances described in 
section 56029.  
 
(3) The attendance of a student repeating a portion of a variable unit open 
entry/open exit credit course may be counted for state apportionment only to the 
extent that repetition of such courses is permitted pursuant to section 55044.  
 
(4) The attendance of a student repeating a cooperative work experience course 
pursuant to section 55253 may be claimed for state apportionment without 
limitation.  
 
(5) The attendance of a student withdrawing as a result of extraordinary conditions 
pursuant to section 55024(a)(10).  
 
(6) The attendance of a student receiving a military withdrawal ( “MW”) pursuant to 
section 55024(d)(1).  
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(d) Notwithstanding subdivisions (a), (b) and (c) of this section, a district may 
claim state apportionment for students' enrollments in credit courses designated as 
repeatable as provided in section 55041(c) for a maximum of four semesters or six 
quarters. This limitation applies even if a student receives a substandard grade 
during one or more of the enrollments in such a course or petitions for repetition 
due to special circumstances as provided in section 55045. 
 
(e) To the extent permitted by article 4 of subchapter 1 of chapter 6, a district may 
permit enrollment in credit courses beyond the limits set forth in this section, but 
such additional enrollments may not be claimed for state apportionment. 
 

Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: 
Section 70901, Education Code. 

 


